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Business Office
Email: CHS-Business-Orders@uky.edu
Link: https://www.uky.edu/chs/ofa/online-order-forms
How To Complete the Independent Contractor Process


All orders should flow through the Division’s Staff Support
[bookmark: _GoBack]If there is a need for someone to do work for CHS that is not on payroll as an employee or as a student, contact the Business Office to determine if it is advisable to make payment via an Independent Contract. An example for this need could be a Visiting Speaker, Photographer, Interpreter, or Musician. Please see the Worker Status Evaluation Form below for more information. We will also need to verify that no one is already employed by the University that can complete the job needed.
The Business Office will complete a Worker Status Evaluation Form and send it to HR annually for all of our part time instructors.
List of needed forms for this payment to be processed. Please see each section below for more information: Completed online order form approved by the PI/fiscally responsible signer, Worker Status Evaluation Form, Payment Works Vendor Application or a current Vendor Number previously approved (These numbers created before the Payment Works program are being removed from the system on a regular basis so contact your analyst if you want to check), Independent Contractor Scope of Work, and Invoice.
1. Submit a complete online order form for all orders. If the PI/Fiscally responsible signer has signed the Independent Contractor Scope of Work form, check the radio button “This is for research subject or guest lecturers.”  This will send the order directly to the Business Office for processing.  The PI/Fiscally responsible signer does not need to approve the order twice. In the Business Purpose section of the online order form, type for example: “This is an Independent Contractor Payment for (name), please see all completed documents attached required for payment. A Payment Works application has been initiated.”

2. Please fill out this Worker Status Evaluation Form as completely as you can. This form has to be approved by Human Resources before payment can be made. 


3. Submit the Payment Works application for a vendor number for the participant through myUK, Enterprise Services, Workflow, and Payment Works.  This process can take up to 2 weeks. Details can be found in the Payment Works SOP attached below. Make a note in the online order form (see above) that this process is started in the instructions or business purpose section of the online order form so that your Analyst is aware.  If the Staff Support begins this process in a timely manner, payment can be completed sooner as well.







4. Submit this Independent Contractor Scope of Work form – signed by both the vendor and the PI/fiscally responsible account holder on the Cost Center. 



5. Submit an invoice with the Cost Center(s) and confirm dates of service and allocation of payment and ensure that all attachments are accurate and complete before submitting to the Business Office.

6. The Business Office approves and completes the PRD payment based on the date of the end of the contract, completion of the forms which include: online order approved by the PI/fiscally responsible signer, approved Worker Status Evaluation, receipt of the Payment Works Vendor number, completed and signed Independent Contractor Scope of Work, and Invoice.


7. Any follow-up queries should come from the Staff Support to your Financial Analyst in the Business Office. Order updates can be viewed in the online system.  If you contact your Analyst concerning an order, please have the order number available.

University Business Procedure:  
https://www.uky.edu/ufs/business-procedures-manual?combine_op=contains&combine=independent+contractor
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Worker Status Evaluation Form.pdf
UNIVERSITY OF KENTUCKY
WORKER STATUS EVALUATION FORM

Before retaining an individual(s) to provide services to the University of Kentucky, this form must be completed
and submitted to Human Resources Compensation. The information is required for proper classification of the
worker(s) as an employee or as an independent contractor and to ensure any payments they receive are in
compliance with Federal and State Tax Regulations. Failure to properly classify individuals may result in the
University unit retaining the individual, being liable for any unpaid taxes, fines and penalties assessed by Federal
and State agencies.

A Worker Status Evaluation form is required each time an individual is to be retained. However, if a Division,
College or Department expects to need periodic services form one of the types listed below, a Worker Status

Evaluation form may be completed for an extended period within the current fiscal year.

Worker Classification Types for Independent Contractors include, but are not limited to, the following:

Actors Entertainers Musicians Transcribers
Contest Judges Guest Lecturer Photographers Translators
Disc Jockeys Interpreters Proofreaders Visiting Speaker
Editors Interviewers Referees Writers

For additional information, see Classifying a Worker as an Employee or an Independent Contactor BPM E-7-3.

Date:

Note: The information provided below is only guidance for worker classification by Human Resources. In all cases,
specific circumstances will be considered and worker classification may vary.

Individual to be retained for services: Last Name: First Name: M.L:

Worker Classification Type:
Only complete this section when requesting classification of more than one individual who will be providing
similar periodic services throughout a given fiscal year.

Type Estimate the number individuals/events and attach a list of the names if known.

L. GENERAL INFORMATION:

1. Based on your knowledge, has this person(s) ever been an employee of the University of Kentucky?
YesEl NoEl If “yes,” please indicate dates and previous position(s):

2. Has this individual(s) previously been paid as an employee to perform essentially these same
tasks/duties? Yes[ ] No[]

Note: If answers to questions 1. or 2. above is “Yes,” the individual is most likely an employee and there is no need
to continue completing this form. However, contact Human Resources, Compensation with any questions and/or

confirmation of the employee status. You may still complete this form if you would like a complete review.

3. Are there current UK employees who have performed or are currently performing the same or similar
services? Yes|[ ] No[] Do notknow[]

4. Was this individual(s) solicited to provide a service for a fee? Yes EI No D



http://www.uky.edu/EVPFA/Controller/files/BPM/E-7-3.pdf



10.

11.

12.

13.

14.

15.

16.

17.

Will the individual(s) conduct a class, lecture, workshop, seminar, or other educational course for UK?

Yes[] No[]

Describe the type of services to be provided by this person(s) including the timeframe for completion.

Has the individual(s) previously performed services in any capacity for your division/
college/department? Yes El No

a. If“yes,” what were the dates? From: / / To: / /

b. Also explain the differences, if any, between the current and prior services.

How was the individual(s) selected?

Is the work to be performed recurring in nature? Yes El No I:l

Will there be a continuing working relationship with the individual(s) even if it is irregular or infrequent?

Yes[] No[ ]

How will this person be paid? Hourly [_] Weekly[ | Monthly[ ] Lump Sum[_] Other

Will the individual(s)be reimbursed expenses (i. e. business or travel expense) Yes El No El

Will the individual(s) provide the tools and materials needed to perform the work?
Yes D NOEI If no, who will provide the tools and materials if needed?

Can the individual(s) be dismissed for failure to obey instructions from a UK employee? Yes [ ] No[]
Can the individual terminate the relationship with UK without incurring any liability? Yes[ ] No[ ]

Does the individual(s) provide the same or similar services to the general public or a number of other
clients at the same time? Yes[_] No[_]

Explain why you believe this engagement requires an independent contractor as opposed to an
employee.






IL.

10.

11.

12.

13.

CONTROL AND SUPERVISION

What specific training and/or instruction is the individual provided by UK?

How does the individual receive work assignments?

Who determines the methods by which the assignments are performed?

Who is the individual required to contact if problems or complaints arise and who is responsible for
their resolution?

What types of reports or work products are required from the individual?

Describe the individual’s daily routine such as scheduled hours, etc.

At what location(s) does the individual perform services (e.g., on campus, own shop or office, home,
etc.)? Indicate the percentage of time spent in each location, if more than one.

Describe UK meetings the individual is required to attend (e.g., project meetings, staff meetings, etc.)

[s the individual expected to conduct the work personally rather than being allowed to send other
persons to conduct the work? Yes| | No[]

Does the individual employ others to provide services?
YesD NOD If “Yes” does UK or the individual control the selection?

Does UK have control over the amount of time this individual spends working so as to restrict him/her
from other gainful work? Yes[ | No[ ]

Will the individual be listed in the University’s faculty/staff Directory, have UK business cards, or have
any office spaces or administrative assistance provided by UK? YesEl No[]

Form completed by:
Name:

Position title:

Division/College/Dept.

Contact information: phone email






I1I. WORKER CLASSIFICATION - To be completed by Human Resources Compensation only.

Based on the information provided, the individual(s) is classified as:
e Employee (regular or temporary) El
¢ Independent Contracto
o HonorariumEI * A gratuitous payment may be made to the individual since the services are to be
provided voluntarily and payment is not expected or legally required.

Signature (HR Official) Date:

IV. Instructions for the Division, College or Department.
Based upon the decision indicated in section III. above:

Employee (Regular or Temporary): Payment must be made through the UK Payroll process. Complete the
appropriate JAQ or STEPS Requisition.

Independent Contractor: Payment is to be made by Payment Request Document (PRD) or Shopping
Cart/Requisition. (see Purchasing/AP Quick Reference Guide) Select the appropriate method of payment and
attach a copy of this completed form along with a completed Independent Contractor/Client Scope of Work
Form as documentation for the PRD/Shopping Cart/Requisition.

*Honorarium: Payment may be made by Payment Request Document (PRD). Select “Honorarium” as the
Product Category and attach a copy of this completed form as documentation for the PRD payment.

| Reset Form I




http://www.uky.edu/Purchasing/docs/quickrefguide.pdf

http://www.uky.edu/eForms/forms/IndependentContractorScopeWork.pdf

http://www.uky.edu/eForms/forms/IndependentContractorScopeWork.pdf



		Date: 

		Individual to be retained for services Last Name: 

		Type: 

		Estimate the number individualsevents: 

		fill_6: 

		Describe the type of services to be provided by this persons including the timeframe for completion: 

		Has the individuals previously performed services in any capacity for your division: 

		undefined: 

		undefined_2: 

		undefined_3: 

		undefined_4: 

		undefined_5: 

		Also explain the differences if any between the current and prior services: 

		How was the individuals selected: 

		Other: 

		fill_11: 

		employee: 

		What specific training andor instruction is the individual provided by UK: 

		How does the individual receive work assignments: 

		Who determines the methods by which the assignments are performed: 

		their resolution: 

		What types of reports or work products are required from the individual: 

		Describe the individual: 

		etc  Indicate the percentage of time spent in each location if more than one: 

		Describe UK meetings the individual is required to attend eg project meetings staff meetings etc: 

		If Yes does UK or the individual control the selection: 

		Form completed by: 

		Position title: 

		Contact information phone: 

		email: 

		Date_2: 

		Group1: Off

		Group2: Off

		Group3: Off

		Group4: Off

		Group5: Off

		Group6: Off

		Group7: Off

		Group8: Off

		Group9: Off

		Group10: Off

		Group11: Off

		Group12: Off

		Group13: Off

		Group14: Off

		Group15: Off

		Group16: Off

		Group17: Off

		Group18: Off

		Group19: Off

		Reset form: 

		First Name: 

		MI: 

		DivisionCollegeDept: 

		signature: 
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Business Office
Email: CHS-Business-Orders@uky.edu

Link: https://www.uky.edu/chs/ofa/online-order-forms





How To Process a Payment Works Application





All orders should flow through the Division’s Staff Support



1. Log into myUK.

2. Click the Enterprise Services tab.

3. Click the sub heading “PaymentWorks” tab.  A screen will open and click the “Vendor Master Updates”.

[image: ]
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4. On the left hand side at the bottom, click the “Send Invitation” button.

· Enter the Company/Individual Name

· Enter the Contact Email

· Enter the Contact Email again to verify

· When prompted “is this a UK employee” cancel if yes, scroll down and continue if no.

· A suggestion for the Personalized Message – “Please take about 30 minutes to complete this free registration to be paid by check from the University of Kentucky _______ Program or Research Project.”

· Click “Send”

5. Follow up with an email to the new vendor explaining that this is a free service and required for payment by check.

· Let the vendor know that they can follow up with Payment Works directly if they encounter issues with the process by email to support@paymentworks.com. 

· Tell the vendor that the process will take about 30 minutes to complete.

· They will be creating a log in and password so once they have registered with Payment Works, they can log in and update their address and submit to UK for it to be updated.

· For tax purposes, most of our vendors are individuals and click the first radio button as “yes.”

· They will need their Social Security number or Federal Id number available when they begin this process.

· We ask that the vendor continue the registration process until they receive an email with this screen.

[image: ]



6. Please remember to log back in to myUK and look at the system for updates on the process.  If you are working on this for your analyst, let her know when this is approved or completed with a vendor number.

[image: ]



7. Attached documents from Purchasing with more information on Payment Works.

· Frequently asked questions:







· Quick Reference Card















image3.png

PaymentWorks

Setup and Manage Suppl

VIDEO
TUTORIAL

&

Vendor Master Updates






image4.png

Your new vendor registration has been submitted
successfully to University of Kentucky.

<7

You will receive an email
notification when your application
has been approved.






image5.png

Complete

Cassie Landrum Clicked Email Validated
Vendor # 0000 %R






image6.emf

paymentworksfaq.pdf




paymentworksfaq.pdf

University of Kentucky
Purchasing Division

322 Peterson Service Building
Lexington, KY 40506

P: 859-257-9100

F: 859-257-1951

www.uky.edu

PaymentWorks Frequently Asked Questions (FAQs)

Question 1: What is the new PaymentWorks Vendor Onboarding Solution?

Answer: PaymentWorks is the University’s new cloud-based vendor onboarding solution. The
application is integrated with the myUK environment allowing departmental users to access it
utilizing their myUK ID and password. PaymentWorks supports the entire application platform,
including vendors requiring registration support. It will replace the University’s current paper-
based vendor application which requires manual entries and updates.

Question 2: What are the benefits by using PaymentWorks?

Answer: Utilizing a vendor onboarding application such as PaymentWorks allows the University
to meet underwriters’ requirements for validation prior to entry into the University’s vendor
database. It verifies sanctions and performs other compliance checks required for recipients of
federal funding. It allows the University to move a currently tedious, manual process to an
automated platform. Departments are empowered in the process and vendors utilize self-
service in their registration and updates.

Question 3: How was PaymentWorks selected to be the contracted provider?

Answer: PaymentWorks was selected as the successful awardee though a competitive Request
for Proposals (RFP) process as required by Kentucky law. PaymentWorks provided the best
value product in relation to the University’s needs and in comparison to others who responded
to the solicitation.

Question 4: What is the main change for me as a departmental employee with regard to
PaymentWorks?

Answer: The main change is simply to use the PaymentWorks invitation process to request new
vendor entries rather than the paper-based vendor application. PaymentWorks also empowers
UK users and provides visibility into the onboarding process.







Question 5: What is the planned go-live date for PaymentWorks to be turned on?

Answer: PaymentWorks is planned for go-live on or close to August 14, 2018. A Purchasing
listserv message will be distributed at the time of transition as well as the PaymentWorks link
activated in myUK /Enterprise Services for departments. The paper-based vendor application
will be removed from the Purchasing website at the point of cutover.

Question 6: Has PaymentWorks been pilot-tested for the University before go-live?

Answer: Yes, a group of department testers who typically work with vendor application
requests as part of their daily work participated in pilot testing. The pilot testers helped validate
processes and workflow and offered helpful feedback based on their operational knowledge.

Question 7: Can I still use the paper vendor application from the Purchasing home page to
request a vendor be loaded?

Answer: No - PaymentWorks will completely replace the current paper-based vendor
application. Any vendor or individual for whom a University vendor number is required must go
through the automated onboarding process.

Question 8: How will | search to see if a vendor is already in the University’s vendor
database?

Answer: Continue to perform searches as you do currently to determine if a vendor is already
in the University’s vendor database. This may include checking directly within your Shopping
Cart / Requisition or PRD using vendor search tools. You can also use SAP T-code XK-03 for
direct searches (help guide: http://www.uky.edu/Purchasing/docs/vendorsearch.docx). At a
later date, the University’s entire existing database will be integrated within PaymentWorks
allowing full vendor searches from within the application.

Question 9: What about UK student orgs, UK Imprest (petty cash) custodians, and UK
Employees seeking reimbursement?

Answer: Any entity or person to receive a University vendor number must go through
PaymentWorks. The onboarding form entries are customized depending on the vendor type
including UK Student Organizations and Imprest (petty cash) Custodians.

UK employees seeking reimbursement will continue to use their PERNER number as a reference
to establish an 8XXXXXX number. A special form is available on the Purchasing website to
request this. UK employees seeking reimbursement will not use PaymentWorks.

Question 10: What about foreign vendors and individuals?
Answer: Any foreign vendor or individual will also register through PaymentWorks if they are to

receive a University vendor number for a transaction. There are customized fields for each
country and address format.







Question 11: |1 do orders or PRDS for students and foreign staff with W8-BEN forms. How will
they be affected?

Answer: Send the PaymentWorks invitation to all entities/persons. The registration form has
customized entries for every University vendor type.

Question 12: How long will it take for a vendor to be onboarded?

Answer: One of PaymentWorks’ benefits is that of automation. Onboarding time depends on
several factors, the primary of which being the vendor’s completion of the registration process.
That said, the onboarding process should not be longer than that for the current manual
process and in most instances, will be shorter. Onboarding delays may occur if a vendor is
found to have sanctions against them or other validation obstacles.

Question 13: Will current SAP/SRM/PRD vendors need invitations sent to them to be
reloaded into PaymentWorks?

Answer: No, any active vendor number will remain in the University’s database; only new
vendor registrations need invitations sent to them.

Question 14: How will vendor updates and changes be managed?

Answer: All vendor updates will be managed through PaymentWorks. This will feed into and
update the University’s vendor database.

Question 15: Can | fill out the form on behalf of the vendor or individual receiving a vendor
number?

Answer: No - Since the onboarding process requires an email invitation and the vendor to
complete and attest to their own information, it can only be done by the company or individual
being onboarded.

Question 16: | use the One-Time vendor functionality in PRD to pay individuals. Will | use
PaymentWorks for this now to get them a vendor number?

Answer: PaymentWorks does not affect how you utilize One-Time vendor functionality in PRD.
The only change is to utilize PaymentWorks for any new vendor registrations where you
previously used the paper vendor application.

Question 17: | have vendors or individuals who do not use e-mail, or simply cannot complete
the vendor onboarding process for whatever reason identical to a typical vendor. What do |
do in these cases?

Answer: Contact Purchasing at UKPurchasing@uky.edu for guidance if you have any vendors or
individuals who cannot complete the vendor onboarding process for some reason.
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Quick Reference Card

PaymentWorks Supplier Onboarding

PaymentWorks is the University’s cloud-based application for vendor onboarding.
UK users can access PaymentWorks through their myUK environment - Enterprise
Services tab. Upon arrival at the PaymentWorks application via myUK, you can
initiate an invitation to a vendor to register. You also have access to a dashboard
showing onboarding status for all vendors to whom you have sent requests.

All new businesses, organizations, government affiliates, and individuals (US or
foreign) will utilize PaymentWorks to be assigned a University vendor number.
This includes UK Student Organizations and UK Imprest (petty cash) Custodians.
The PaymentWorks’ “Smart Form” is programmed to customize entries for each
vendor type.

UK Employees seeking employee reimbursements via 8XXXXX number will not use
PaymentWorks. There is no process change for this and a customized form for
their PERNER number is on the Purchasing website.

Role: Departmental Staff or Faculty Frequency: As needed

STEPS TO ONBOARD A NEW VENDOR

1. From within myUK,
click the Enterprise my

Services tab

Launch Pad  Employee Self Service | Student Services | e bl MUK myRg

Financials | Malerials Management | IT Service Request | Workflow | Faciliies Managemeni |

Overview
LI L]
Detailed Mavigation

= Dwverview
* Procurement Card Financial Services
= Cash Transmiftal Provides access lo Financial administrative tasks








Quick Reference Card

PaymentWorks Supplier Onboarding

2. Click PaymentWorks
link

'ment | PaymeniWorks

3. At the UK sign-on
screen, login using your

Sign in with your linkblue account
myUK ID and password

jmbl224@uky.edu

(ST LR E]

Please login with your linkblue account and password.
Can't access your Account?








Quick Reference Card

PaymentWorks Supplier Onboarding

4. Upon arriving at ?
PaymentWorks, click the PaymentW rks

bottom left tile entitled
Vendor Master Updates (r—

'@ Setup and Manage Supplier Portal

VIDED WM |
TUTORIAL

3 o I
@ Vendor Master Updates

VIDED B
TUTORIAL








Quick Reference Card

PaymentWorks Supplier Onboarding

5. From within your
onboarding dashboard,
click Send Invitation in

# Home + Updates (D New Vendors

the bottom left corner o® SHOW: | Onboardings *
VIDEQ B
TUTORIAL ONBOARD START UFDATED VENDOR MAME

Filter Results:
VeridorN Smith and

encor hame:

07/18/2018 07/19/2018 wychatce
Vendor# Professional
Services
Contact E-Mail
Huntington

vitation o1 | 071812018 07/19/2018 Specialized
Approval: Robotics
o "1 | o7narots 07/19/2018 | Nielson Company

elivered
Account v Albertson
Sl 018 07/19/2018 | Cleaning
Registration Company
Form

i 7/18/2018 o7iei201g | C2ylord Library
Source Supplies Inc
Invitation Henry Schein
Initiator 07/18/2018 07/18/2018 Y '

Dental

Clear Filters








Quick Reference Card

PaymentWorks Supplier Onboarding

6. Complete the

company or individual
i N Invite New Vendor
name, er_nall, and a A|
personalized message
(optional) Company/Individual Name:*
Jackson Engineering Supplies
Click Send Contact E-Mail:”
) johnsmith@jacksonengineering.com
Personalized Message:
Please follow the directions and steps to complete the University of
Kentucky vendor application process.
“Required Field
=3
7. The vendor will
receive the email
. . . [¢
invitation and follow the PaymentWorks

steps to create an
account within
PaymentWorks

Dear Jackson Engineering Supplies:

In order for Kentucky Development to establish you or your company as a payee or vendor, please click here to register on PaymentWorks,
Kentucky Development's supplier portal

Craig Locke has invited you to register as a new vendor to Kentucky Development.
Please follow the directions and steps to complete the University of Kentucky vendor application process
Before you begin the registration process, be sure to have the following information available:

1. A valid tax ID (either an EIN or S5N)
2. If you wish to receive electronic (ACH) payments, you will need a copy of a voided check or bank statement.

If you have any questions, please do not hesitate to reach out to support@pavmentworks.com

Thank vou for your support.








Quick Reference Card

PaymentWorks Supplier Onboarding

8. The vendor completes

the form entries and
finishes the registration
process

Business Details

For tax purpos

proprietor or single-member LLC?

Country of Incorporation or Organization® Inited States of America
Business Legal Name_* Jac

For lax purposes

EIN-* 26

9-digit number, no spaces or dashes

Confirm EIN-*

9-digit number, no spaces or das

assification.”
Pt

9. When vendor
onboarding is complete
with the University, the
vendor number will show
in your PaymentWorks
dashboard.

NEW VENDOR REGISTRATION

Approved

Complete
Vendor # 0000373330








Quick Reference Card

PaymentWorks Supplier Onboarding

Additional Tools and
Functionality

You can access your
PaymentWorks

dash board at any ti me ONBOARD START UPDATED ~ VENDOR NAME INVITATION VENDOR ACCOUNT NEW VENDOR REGISTRATION % COMPLETE
V|a myUK Enterprise 071812018 071912018 Sjgg’ls;fgaw Clicked Email Validated In Progress
Services tab. From the Jackson
07/19/2018 07/19/2018 Engineering Clicked Email Validated In Progress
dashboard, you can supples
review and check status Nkl _
07/18/2018 07/19/2018 PA— Clicked Email Validated Submitted
of vendors to whom you servics
have sent onboarding Huntington _
. . . 07/18/2018 07/19/2018 Specialized Clicked Email Validated Submitted
Invitations. Robolics
VENDOR NAME INVITATION VENDOR ACCOUNT NEW VENDOR REGISTRATION
If deSI_red, click any blue Gaylord Library e
hyperlink for additional SIS
status information Jackson
Engineering Clicked Email Validated In Progress
Supplies








Quick Reference Card

PaymentWorks Supplier Onboarding

If status shows a vendor
email invitation Clicked,
but registration was not
started, you can Resend
the Invitation if desired.

PaymentWorks also
sends reminders to
vendors throughout the
onboarding process if
tasks are not completed.

Albertson
Cleaning Clicked
Company
Initiated: Email Sent:
07/18/2018 07/18/2018

Resend Invitation C'
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University of Kentucky
Purchasing Division

322 Peterson Service Building
Lexington, KY 40506

P: 859-257-9100

F: 859-257-1951

www.uky.edu

PaymentWorks Frequently Asked Questions (FAQs)

Question 1: What is the new PaymentWorks Vendor Onboarding Solution?

Answer: PaymentWorks is the University’s new cloud-based vendor onboarding solution. The
application is integrated with the myUK environment allowing departmental users to access it
utilizing their myUK ID and password. PaymentWorks supports the entire application platform,
including vendors requiring registration support. It will replace the University’s current paper-
based vendor application which requires manual entries and updates.

Question 2: What are the benefits by using PaymentWorks?

Answer: Utilizing a vendor onboarding application such as PaymentWorks allows the University
to meet underwriters’ requirements for validation prior to entry into the University’s vendor
database. It verifies sanctions and performs other compliance checks required for recipients of
federal funding. It allows the University to move a currently tedious, manual process to an
automated platform. Departments are empowered in the process and vendors utilize self-
service in their registration and updates.

Question 3: How was PaymentWorks selected to be the contracted provider?

Answer: PaymentWorks was selected as the successful awardee though a competitive Request
for Proposals (RFP) process as required by Kentucky law. PaymentWorks provided the best
value product in relation to the University’s needs and in comparison to others who responded
to the solicitation.

Question 4: What is the main change for me as a departmental employee with regard to
PaymentWorks?

Answer: The main change is simply to use the PaymentWorks invitation process to request new
vendor entries rather than the paper-based vendor application. PaymentWorks also empowers
UK users and provides visibility into the onboarding process.







Question 5: What is the planned go-live date for PaymentWorks to be turned on?

Answer: PaymentWorks is planned for go-live on or close to August 14, 2018. A Purchasing
listserv message will be distributed at the time of transition as well as the PaymentWorks link
activated in myUK /Enterprise Services for departments. The paper-based vendor application
will be removed from the Purchasing website at the point of cutover.

Question 6: Has PaymentWorks been pilot-tested for the University before go-live?

Answer: Yes, a group of department testers who typically work with vendor application
requests as part of their daily work participated in pilot testing. The pilot testers helped validate
processes and workflow and offered helpful feedback based on their operational knowledge.

Question 7: Can I still use the paper vendor application from the Purchasing home page to
request a vendor be loaded?

Answer: No - PaymentWorks will completely replace the current paper-based vendor
application. Any vendor or individual for whom a University vendor number is required must go
through the automated onboarding process.

Question 8: How will | search to see if a vendor is already in the University’s vendor
database?

Answer: Continue to perform searches as you do currently to determine if a vendor is already
in the University’s vendor database. This may include checking directly within your Shopping
Cart / Requisition or PRD using vendor search tools. You can also use SAP T-code XK-03 for
direct searches (help guide: http://www.uky.edu/Purchasing/docs/vendorsearch.docx). At a
later date, the University’s entire existing database will be integrated within PaymentWorks
allowing full vendor searches from within the application.

Question 9: What about UK student orgs, UK Imprest (petty cash) custodians, and UK
Employees seeking reimbursement?

Answer: Any entity or person to receive a University vendor number must go through
PaymentWorks. The onboarding form entries are customized depending on the vendor type
including UK Student Organizations and Imprest (petty cash) Custodians.

UK employees seeking reimbursement will continue to use their PERNER number as a reference
to establish an 8XXXXXX number. A special form is available on the Purchasing website to
request this. UK employees seeking reimbursement will not use PaymentWorks.

Question 10: What about foreign vendors and individuals?
Answer: Any foreign vendor or individual will also register through PaymentWorks if they are to

receive a University vendor number for a transaction. There are customized fields for each
country and address format.







Question 11: |1 do orders or PRDS for students and foreign staff with W8-BEN forms. How will
they be affected?

Answer: Send the PaymentWorks invitation to all entities/persons. The registration form has
customized entries for every University vendor type.

Question 12: How long will it take for a vendor to be onboarded?

Answer: One of PaymentWorks’ benefits is that of automation. Onboarding time depends on
several factors, the primary of which being the vendor’s completion of the registration process.
That said, the onboarding process should not be longer than that for the current manual
process and in most instances, will be shorter. Onboarding delays may occur if a vendor is
found to have sanctions against them or other validation obstacles.

Question 13: Will current SAP/SRM/PRD vendors need invitations sent to them to be
reloaded into PaymentWorks?

Answer: No, any active vendor number will remain in the University’s database; only new
vendor registrations need invitations sent to them.

Question 14: How will vendor updates and changes be managed?

Answer: All vendor updates will be managed through PaymentWorks. This will feed into and
update the University’s vendor database.

Question 15: Can | fill out the form on behalf of the vendor or individual receiving a vendor
number?

Answer: No - Since the onboarding process requires an email invitation and the vendor to
complete and attest to their own information, it can only be done by the company or individual
being onboarded.

Question 16: | use the One-Time vendor functionality in PRD to pay individuals. Will | use
PaymentWorks for this now to get them a vendor number?

Answer: PaymentWorks does not affect how you utilize One-Time vendor functionality in PRD.
The only change is to utilize PaymentWorks for any new vendor registrations where you
previously used the paper vendor application.

Question 17: | have vendors or individuals who do not use e-mail, or simply cannot complete
the vendor onboarding process for whatever reason identical to a typical vendor. What do |
do in these cases?

Answer: Contact Purchasing at UKPurchasing@uky.edu for guidance if you have any vendors or
individuals who cannot complete the vendor onboarding process for some reason.
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IndependentContractorScopeWork.pdf
UNIVERSITY OF KENTUCKY
INDEPENDENT CONTRACTOR/CLIENT
SCOPE OF WORK FORM

Date:

Independent Contractor/Client

Name (full legal name)
Address

E-mail
Phone Fax

Signature

Scope of Work
Date(s) service is to be provided: Start End
Maximum dollar amount for scope of work
Payment Terms
Description of work to be performed

Payment Schedule (Provide dates of periodic payments if applicable.) Invoice(s)
are to be mailed to the address below.

Division/College/Department
Name
Address
Address
Contact Name E-mail
Phone Fax

Signature

I Reset form |






		Date: 

		Maximum dollar amount: 

		Payment Terms: 

		Payment Schedule: 

		Description 1: 

		Description 2: 

		Description 3: 

		Description 4: 

		Description 5: 

		IC Address 1: 

		IC Address 2: 

		IC Email: 

		IC Phone: 

		IC Fax: 

		Start Date: 

		End Date: 

		IC Name: 

		Dept Name: 

		Dept Contact Name: 

		Dept Email: 

		Dept Phone: 

		Dept Fax: 

		IC Address 3: 

		Dept Address 1: 

		Dept Address 2: 

		reset form: 
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